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to combine 



The following report is an attempt to combine a pragmatic? how-to-do-it 

approach with suggestions for applying system analysis techniques for 

planning and operating a small special library or information center, 

A special library, for our purposes, may be defined as^a commercial, 

industrial, governmental or non-profit organization such as research 
S S' 

institution, bank, advertising fin® or manufacturing companies. The 
information facility, theoretically, could accomodate from 100 to about 



10,000 volumes. Because of the size, we will concern ourselves with 

A 

manual rather than automated procedures. However, in our considerations 
for expansion we will take into account the ease of convertibility from 
one system to the other. 



Establishing a small library is much the same, initially, as setting up 
any new system within a, parent organization. A collection of books alone 
does not constitute a library! The effectiveness of any Information 
system does depend upon the service it provides to its ■users !J And the 
service depends upon the efficiency with which the initial concepts and .analysis 
of organizational needs have been determined - as well as what methods have 
been used to achieve the desired results# The first step is to formalize 
the library’s objectives and aims, including potential requirements as 
well as immediate needs. Then, decisions must be made on how to implement < 
these goals. It is to be remembered that no library or information 
facility can be effective without taking into consideration the fact that 
the primary Concern must be its own organization’s objectives. Only a 
clear picture of the parent company’s structure and policies will enable 

the library administrator ..to formulate realistic end advantageous goals, 

■ , * 




After the .initial determination is made 



as to the services 



to be offered. 



v?e v;ould then proceed to evaluate the resources bn hand,- In order to 



make the best oper 
arid to avoid later 
additional methods 
adequate analysis 



ation&l use of existing procedures and materials, 
duplication^ this is a most necessary step* New o 
should not be introduced into the system unless 
of exisiting techniques has been undertaken. 



an 



It is true that the services of any information center will, to a great 
degree, be determined by the purposes for v.hich it is initially established*. 
However, the thoroughness and practicality with which the. librarian evaluates 
needs and his initiative in demonstrating how best to fill them will de- 
termine t.how effective a planning role he xll have* Administrative staff 
and their degree of cooperation directly determines how readily and 
easily the planners goals are executed* As with any innovative procedure, 
personnel difficulties are bound to arise. Tact, . consideration, and a 
sense of humor help minimize these difficulties, hut most important it 
must be kept in mind, that the sole reason for the library’s existence is 
to serve the user and to supply the user with the information he wants 
completely, currently and (hopefully) sometimes before he knows he wants 
it* Cooperation of administrative staff is dependent upon establishing 
harmonious relations and Establishing professional liasbn by having , 
the library administrator attend management as well as policy meetings, 
keeping informed of current plans as well as the organization’s new and 
projected areas of endeavor. Today’s librarian cannot afford to be just 
a record keeper] she is indeed a member of the Senior Staff who. within the 
organisational??* able to enhance communication , stimulate creative ideas, 
and provide information essential to informed management decision making* 
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Throughout the process of plaining the n ew information system present as 



approaches in this; area are (l) continuation and extrapolation of current 
trends and (2) consideration of theoretically what we have the capacity 
to achieve « 

Pre -planning Techniques 

Personal contacts vrill initially determine the type of information your 
user wants and needs* Determination of goals for the services and scope 
of the collection can only realistically be made when it is known what 
type of information is currently being supplied 3 and what potential in- 
formation would be of value, ^ther aspects that should be taken into 
account in making an evaluation might be as follows : 

1 * Will the library serve in-house staff exclusively - or will 

services be offered to clients and other special outside interests? 
2« Will the library be used by administrative and research and 
development personnel primarily - by clerical staff as well? 

3* Whet services now being provided need to be continued - which 
are being offered as a matter of habit and in fact are now 
obsolete - what new sources of information should be made avail- 
able to the staff? 



2i* Has any consideration been given to meeting requirements for 
present non-users in the organization? 

An efficient method for ascertaining actual needs of users (met and unmet) 
and incidentally for getting to know staff per s or re 1^ is to conduct a 
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affirmative r ^gonse • 



(Barging in without notice when a man is busy* rushed 
or just not prepared might only antagonize him, ) At the time of the phone 
calf you might suggest he think about the kinds oX information that would 
be xfiOft useful to him - retrospective information? current trends? During 
the actual interview do stress that the new library service is being in- 
stalled to meet liis needs within the organization* A few sample questions 
might be as follows: 

1* Do you feel you have adequate access to the professional 
publications that would be most helpful! in yoixr work? 

2 % How do you become aware of competitors 1 new products or services? 

3* Where and how do you learn of new areas of research and develop- 
* merit within your field? • 

lj # Where and how do yo\i presently obtain the information you need? 

5> # What type of information would you find helpful* but do not 
presently have access to? 

6* What services do you envision the new library facility as 



supplying to you personally? 

* Fifteen or twenty minutes should be ample time for the interview. And do 
record your impressions as soon as possible after its conclusion in order 
to be as accurate as possible. While conducting the interview* look about 



to gain a general idea of how many* and what type of books or periodicals 4 
might presently be in use. Do* not be surprised if you do not get exactly 
the information you are seeking i £f ten * busy administrators do not 
really know what information they might want unlil faced with a particular 
problem. It is also true that many people are not aware of the types of 

information sources and services available to them even in their own field. 

\ 




u 



Da conduct the interview in as helpful and pleasant a manner as possible, 
lie prepared for gone antagonism as there are always those individuals who 
arc initially resistant to any type of change, ,, get as much cooperation and 
advice as you are able from those anxious to help, and bide your time with 
the others , If possible it would also be useful to know what manner of 



educ ational 
has. and who 



and professional background each •ember of the management staff 
ther or rot an individual' has had experience in other fields of 



endeavor. The more professional contact you , can establish at the beginning, 
the more effective and efficient an operation you will be able to create. 

To summarize, as you make personal contacts keep in mind obtaining informa- 
tion in the following are ass 



1, What, kinds of information the user needs most immediately. 



2, How and in what form he is getting this information. 

3, What information hei would find useful but is not available to him. 

At the same time that interviews are being conducted, you might familiarize 
yourself with other information resources in the immediate area. The loca- 
tion of the organization is a determinant in the size of the projected 



collection. An isolated company must rely on its own resources for the maj- 
ority of its fact-finding* A firm located in a busy metropolitan area may 
have access to specialized and large research collections for use or 

1 

borrowing privileges# If there are other specialized collections located 

* 

in your vicinity, perhaps you can arrange for personal visits to that 
facility, I. 'any hours of experimental trial* and error might be eliminated 



by observing an already established operation. Take into consideration 
whether there is a convenient public library and how extensive its collec- 
tion in your field of interest. University and college libraries often 
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In investigating any of those sources. 



have separate subject collections, 
it is Important to know each institution^ policy on lending of books 
or periodicals, whether or not they provide telephone reference services, 
and how convenient -their facilities for copying information. In this 
connection, you might consult a copy of a directory of special libraries 
and information sources in your area, if such a publication is available. 
Additional information sources include cor.imerical information services that 



exist in many cities. The fees charged by these companies are sometimes 
less than a do-it-yourself search, and often are more inclusive and fas torn 
than your own resources viould be. • 

At this point, you will have some idea of the kind of information currently 
being utilized in your organization, and how it is obtained as Kell as 
what* sources are available immediately outside your own facilities 8 
The next step is to ascertain what is already on hand in the form of 
physical facilities and operating supplies. After determining what is on 
hand, what is needed to meet your planned goals, you should be in a more 
informed position to proceed with ordering furniture, supplies and materials 
to set up the library. 



Determination of Physical Facilities; Interior Design 

Initially the space for the library may have been pre -determined either be- 
cause of existing facilities or by limitations of real estate costs making 1 
large accomodations prohibitive . However, the following points should be 
taken into consideration when planning any size space; 

1. Area for library should be most accessible to the largest body of 
st&ff users, 

2* Possible expansion must be included in initial planning since 
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library moving is much more costly than other types of reloca- 

* 

tioiu Estimates of book capacity for technical libraries in- 
dicate that the number doubles approximately every seven years. 
Periodicals expand at the r ate of 7* shelf space per title 
per year* 

Library area, should bo free from outside noises including 



vibrations * 

lie Adequate ventilation j and sufficient lighting ere essential | 
a good humidifying system is desirabi^'J for book preservation. 
Shelving and furniture .requirements will vary* of course* but following 
are some general guidelines for estimating space requirements according to 
projected needs t 

1 * Shelving may be wall shelving or double-faced stacks « These are 
available in standard 82 n or lj2 n high units* At 8? n there will be 
6 dr 7 shelvesj at h2 ff (counter height) 3 shelves 
2* Shelving width is standard 36” and will accomodate 6/7 books or.? 
h/$ volumes of bound periodicals per running foot. (For maximum 
efficiency, plan to fill shelf 2/3 full only) 

3. Depth of shelving is either 0% 10" or 12" for single face end 
double that for double face shelving. Unless yoiir requirements 



arc for- generally oversize books , the 10" space should be adequate.* 
lu Slanted shelves' are available for display and storage of current 
periodicals in the same size as book storage shelves. 

5. Do take into account that there may be special requirements for 
oversize books and non-book materials, and consider (especially 
in some older buildings) that weight load of shelving and books 
together averages 1 2 3 pounds per square foot e 
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Card catalog drawer units are available -in various sizes and. 
can be added to as needed . Each catalog drawer holds 1000 
cards. (Each bock cataloged will require 2-6 additional cards). 
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7. Aisle space between free standing shelves varies,, but average is 
3 feet. Spacing in front of card catalog should be 5' for com- 



fortable use, 

8. Table and chairs for library use ■• as needed. 

So Work table for processing, labelling and repairing books* 

10. Book cart for transporting materials within building . 

(Preferably one with larger when.! s - indispensable for on 
and off elevators and manors vering in small areas) 

11* Library step stool-ladder . 

12. Additional furniture requirements where applicable i 

Atlas and/or dictionary stand ■ Newspaper display rack 

Photocopying equipment Bulletin .display board 

Circulation desk and office supplies. 



In order to determine how to set up your specific furniture requirements , 
the simplest method is to list all furniture and equipment needed according 
to work areas: reader, service and circulation area, stack area, processing 
area, and staff area. Then, list furniture on -hand or adaptable for library 



use, and place orders for items to be purchased. Ail shelving and library ' 
furniture is available in standard sizes from any of several companies « 

(A list of some of these will be found at the end of this report.) Consideration 
might be given to the advantages of wood or metal shelves and equipment. It is 
suggested that metal in a wood finish looks groat, is durable and fireproof 



and possibly less 



expensive 



than natural wood. When ordering 



library; furniture , 
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it might be preferable to use a local supplier* Freight costs are very 
high so that equipment from a near-by factory may be much less expensive. 
Then too, a local dealer is more immediately available for service. 



consider that the librarian in a small library would lose valuable contact 
with users if secluded in a private office! In the mainstream, the librarian 
has an opportunity to find out what readers are asking for, and how, and 
whether or not their information needs are in fact being satisfied. In 
planning library services also, it is important that not only should the 
physical area be available for the majority of staff users, but also 
that no one should have to go through channels to make, use of the informa- 
tion services. 

At this point, to recapitulate, personal interviews are being pursued, 
simultaneously outside information sources are being investigated, and 
some preliminary determination as to hov? the available physical 
facilities are to be used has been made. The next undertaking is the actual 
physical inventory of exisiting books and journals 1 in- Aire throughout 
* the organization. 

Inventory of Existing Materials 

The actual physical inventory of existing books, periodicals and eqiiipment , 
can only efficiently be done by taking a hand-to-hand count in each office 
- area. Don't request that materials be brought to you - no one will be 
thorough, no one will want to take the time or trouble, and in some in- 
stances many will feel that you are about to confiscate a prized and 
needed possesion. Instead, assemble the nece.sary tools you will need, and 
phene ahead to arrange a c nvenient time to work in each office. 



When designing the interior of the library and locating equipment you might 
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To take the inventory you will need: • ■ •_ 

- f , 

1* A sturdy library book cart with shelves and preferably large 
wheels for easier handling , 

2#' .Stock of 3x5 unline c 1 cards, small file box, and alphabetical 
dividers (A-Z will do) 

3. Rubber stamp with LIBRARY, organization name and address, 
lj , Rubber date sta'rp <. 

5s Notebook to ireecrd ■ irnrsniofy * ^numbers end miscellaneous 
information as you progress* 

The manner in which the inventory is taken varies but following is 

a step-by-step guide to one method used successfully. 

When you arrive at the office, after arranging a mutually convenient 

time, ask for all books and periodical subscriptions that have been 

paid for by the organization. Personal copies should not be included at 

this time. You could work at any nearby empty desk or from the top shelf 

of the car to On the inside cover of each book, in the upper left hand 

corner, stamp the firm’s name and address. On the verso of the title 

page",- in the upper middle! top of the page, stamp the date aj:d record 

beneath the date the inventory number assigned to it* Keep a record 

(in the notebook) of assigned numbers so that each book in the collection 

and books in series' 

will have a unique identification • Duplicate copies/also each receive an 
individual inventory number. Periodicals need be stamped on the front 
cover only with the LIBRARY stamp and the date. 

Then record the cataloging information for each book on a 3x5 card. This 
information should include,. as completely as possible, author’s name, title 
of v.ox*k, edition, publisher’s name . and location, year of publication, 
number of pages and illustrations, if any. There should also be noted on 
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FILMED FROM BEST AVAILABLE COPY 



the car'd, the inventory number assigned to the book, the name of the present 
user (to locate book later if needed) and a note on the general subject 
matter , 

SAMPLE BOOK INVENTORY CARD: 



7iT 
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SAMPLE PERIODICAL INVENTORY CARD: 






// 



h 7 ) y- t YC 

7>,d . f 



£ - p /, - 7/ y \ 






jJ / A jA. 



f, 






?1 £- - ,'t- - 



f " 7& ’ 7 / v/j £-<iss-7 ' / — / - **£ 



A copy of the An gxc -American c ataloging rules published by the American Library 
Association, Chicago, 111. will provide complete instructions for inform§ition to 
be included. For those who have not completed formal library training, we in- 
clude some general guidelines as pert of this report. (Typing the card initially 
is most efficient, but may not' be possible under all circumstances in a 
temporary set-up). 
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Briefly, the general rules for recording the information as shown in the 
examples above are summarized as follows: 

1. For books, the author entry may be the author of the entire work, 
the editor of a collection, the compiler of a group of selections, 
or - lacking one specific nans - a corporation, the editorial staff 
of a magazine, and frequently, a government agency. The author's 
name should properly be taken from the title page, but if not there 
may be found in the ivitroductory material. Enter one name only if 
there are more than one. and this to be the name most responsible for 
the text or the first name of a group of authors# 

2 e Enter the title of the book^ capitalizing first x^ord only^ as it 
appears on the title page* The cover or spine sometimes have 
. ’ varying titles^ but the title page information is always preferz*ed# 

3© The edition may appear on the title page or on the verso of the 
title page. Enter the latest edition only® If no information is 
given j do not mention the edition at all. 

!u The publisher*, and place of publication will appear on the title 
page predominantly^ but may be found on verso at times# 

3. The date is important particularly if currency is of value to the 
user# If this is not on title page or verso of title page s 
sometimes it appear* s in the introduction or preface# If it is not 

i 

available, and you can judge from the contents or index you might 
enter an approximate dats in parenthesis on your card. 

6. Number of pages indicates in some instances, how extensive the In- 
formation might be, and illustrations refers to any typo of photos, 
maps, charts, or drawings - all information useful to the reader 
seeking 'information. 
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To summarize, the inventory will be taken for every elbow office collection 
by arranging a convenient time., and taking the library cart with appropriate 
supplies to the area to be recorded. Books will be stamped with the firm's 
name and address on the inside cover, end the inventory number and date on 
the title page verso, ^ards will be made for each book including the author, 
title, edition, publisher name and place, date of publication, number of 
pages, illustrations, inventory number, date of inventory, owner-readers 5 name 
and subject matter, Feriod'eals will be listed on cards (or in book form, if 
more convenient;! with name of periodical, place of publication, name of 
subscriber, and expiration date of current subscription. These cards to be 
filed alphabetic a lly as completed in each department* In this manner, when 
a second copy or duplicate subscription its recorded the already existing 
card is readily on hand. 

Finish each individual collection as completely as you.^can and return all 
books and periodicals to the user with as little disruption, o±' his routine 
as possible. You may find that within an organization where there has been 
no systematic control of books, people are very wary of having any materials 
of this nature leave their desks. ..with good reason. b SU ally, once the 
book is borrowed by someone else informally, there is no way to retrieve it 
whon needed. Do return everything at this time, to the owner. (You have 
no place to store it anyway) « 

Concurrently with talcing the book and periodical inventory, you might be 
making a list of, your initial office equipment and supplies, aside from 
basic library equipment. Sometimes orders for this type of staples is de- 
layed end the earlier you order, the sooner your basic office materials can 
be assembled* (Perhaps some of these items will be made available as you 

13 
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■proceed with the inventory) . Following is a suggested lint to be adjusted 
according to individual requirements: . 



Desk with typewritei .>nelf & chair 
Typewriter 

Extra typewriter roller with specie- 1 



feature to hold catalog cards for 



.typing 

Metal file boxes for 3xg inventory 
c ards ( approx . h) 

Metal file cabinet for man ilia 
folder files ( 1* drawer) 
Shelves to accomodate books in 
process (2 »- 36"xlO' 1 ) 

Telephone 

Office valet* (coats, etc) 

Waste baskets 



Work table for processing ' , 

Office supplies: Fens (red £- black), 

pencils, ruler, scissors (large), 
date stamps, LIBRARY stamp, firm name 
stamp, 3x5 unlined cards, 3x5 scrap 
notes, desk calender, address roto-file, 
scotch tape, glue for mending, reader 
cards, date due slips, overdue notice 
cards, book pockets, visi-record cards 
for periodicals, cloth mending tape, 
letter papier & envelopes, inter— of lice 
-large envelopes, carbon, plain paper , 
manilla folders for filing, pencil 
sharpener, »if needed, prince tor files 



& * 



for 

A list of library supply firms with their addresses will be included at the er.a 
of this report. Annual catalogs are available up « request and these, together 
with local office supply catalogs, will provide necessary information for 
ordering, * 1 . 



Organisation of the Collection 



In planning the library itself, it is necessary to decide upon some phyi-vuaj. 
arrangement for the books to be shelved* The most practical ap: reach i*> 
keep like subjects together. If the books are in an open stack nrrnnrornn 
and particularly in & small set-up, browsing is facilitated lor the i ^ •*-. * 



Ill 
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In organizing "the library collection, material must be classified into a 
logical physical arrangement so that the information will be easily re- 
trievable for and by the users. Classification of information should include: 
a, establishing a sequence of terms and subject descriptions for different 
categories in the scheme % b» a practical system for numerically coding infor- 
mation so that it can readily be found 3 c. an A/Z type index where the exis- 
tence of a subject in the scheme can. be verified and an exact position 
established. 

Conventional classification schemes such as Dewey (used in many public schools 

and small libraries) or Library of Congress (used in public and academic 

libraries) are too cumbersome or confining for the special nature of vtity,. 

specific, subject collections. Other schemes, such as the one used in the 

American Institute of Physics library, may be too sophisticated to be easily 

recognized by your users. However, the Special Libraries Association does 

offer access .to several unique classification schemes already in use by 

established special libraries, before devising a system of your own, contact 

■ SLA concerning these, or visit a similar information service in your area 

.When one is available. If, however, the special nature of your collection 

precludes the use of an established scheme the following suggestions might 
■* 

serve as a guide to devising your own system* Do keep in mind that the final 

system established (whatever) must; * 

\ 

1, He easily understood and convenient for use by your staff and readers. 

2 , Allow for further expansion and inclusion of new categories and subject 
areas. 

■f' . 

3, Include the use of vocabulary that would insure that the system could be 
readily converted into machine readable form at a future time, 

15 . 
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'In devising a system of classification* the simpler the system* the easier it 
vill be to establish and follow end later to change as conditions warranto 
For your purposes* a notation system* to provide each volume to be readily 
located* could, be arranged within a simple four digit code^ Theoretically* 
such a notation arrangement of letters and numbers will allow for more 
than 2lj*000 categories* Thus* the system would, be hospitable to any new 
categories or subject areas that you might wish to include at a future time® 
The code would be -used as follows: 

Digit 1 would be a number indicating the general area of arrangement* 
ffiigit 2 would b© a letter A-Z iridic atifg broad subject area. 

Digit 3 fh would be a number in multiples of 5 indicating further 
subdivision within the broad subject area* 

Example : . 

Area 1 includes all reference-type materials: dictionaries* handbooks* 

annual reports* legislation* membership directories* organisation 
directories* secretarial manuals* statistical compilations* 
general encyclopedias * almanacs* trade directories* etc* 

Area 2 includes books on specific subjects pertinent to your 

organisations biology* medicine* physics* zoology* etc* 

Area 3_ contains information relating to personnel management* 
production* marketing and business management* 

^ i 

Within each of these major areas* subject would be divided into broad cate- 
gories as required! 

ID all dictionaries* 1H handbooks* IQ encyclopedias s 

2A aerospace* 21i rued, cine* 2Z zoology 
3M marketing* 3F production* 3K computers 
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Within each category, subjects v?ould be further specified: 

ID O ff English language dictionaries ^ UP 10 Spanish language dictionaries 
gAOff Aerospace medicine * 2 A 10 Aerospace physics 2 A I ff Aerospace research 
3HQ5 Marketing practices^ 3K10 laail order 

By using numbers in multiples $ further expansion is provided for at a 
future time# If $ r ‘or instance^ the firm begins doing busines vith 
French speaking countries^ the classification code IiL02^ 3j or h could be 
used r without altering the present system for French language dictionaries® 
In order to retrieve each distinctive volume it ia necessary to add an author 
identification to the code® English language dictionaries^ for instance * 
could be numerous and so we add the first 3 letters of the author f s name td 
distinguish one dictionary from another: 

ID Off 

Web English dictionary by Webster - 
IDQff 

Rag English ' diction c\ry by John Roger 

The use of the second line to the code is arbitrax^y and useful only to be sure 

that each volume has its own separate retrieval call number# The second line 

flight also be use j ,d to further divide the author 1 s works® Three separate 

Webster dictionaries might be further subdivided as IDOff ID Off ID Off 

Web Webs Webg 

Whatever arrangement is used^ primarily the classification should insure that 

i 

like information is classed together, end that each volume has a \mique •• 
retrieval code. One word of caution. , , the obvio\is disadvantage of an original 
cl?-ssif ication scheme is that the user coming into the library will not be 
familiar with it. However, an adequate card catalog and open shelves, together 
with a simple printed instruction -location card should give most readers easy 
access to the contents of the collection, 

Because some books contain more than one subject and can only be placed 



O 

ERIC 



17 



18 



in . one physical area on the shelves* a decision has to be made about the subject 
classification. This may be determined in several, ways. The first. choice 
j/ould be to put the volume with the subject covered by the major portion of 
the editorial content. However* it might also be classified with the 
subject first mentioned in the content* or placed into the svibject field 
most relevant to the for k of the parent organization* Whichever arrangement 
is most practical* the other subjects should be recorded onto the catalog 
card and entered into the public card catalog for reader reference under 
individual subjects* In the event of a problem - who ther in this instance 
or any other concerning the library functions and procedures - be guided by 
what will be most helpful and convenient for the READER j he is* after all* 
the prime reason for the library! 

The discussion thus far has dealt v/ith classifying books and monographs* 

Reports* miscellaneous pamphlets and technical papers may be filed into a 
separate pamphlet file (vertical file) alphabetically by author* or they 
may be divided into subjects according to the library 1 s own classification 
scheme. If divided into subjects* they could be housed in a pamphlet box 
and put on the shelves with like information* They should be dated when re- 
cieved in order to facilitate the weeding process* Periodicals* most conven- 
iently* could be shelved in a separate area of the library (possibly designa- 
ted as Area R), ^Current copies would be displayed on special slanted shelves 
purchased for the purpose* and* past issues and bound volumes shelved alphabe- 
tically by title. 

*■ \ a . i 

Catalog'd 



An ^alphabetical card catalog would prooably he most convenient for a small 
special collection. Book catalogs are being used increasingly today* but 
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they are more efficient when ino.clij.no methods are employed, Carers for books may 
be ordered from the Library of Congress, Washington, D,C. ¥ou may request 
order forms for this service from L * C , and the cards, will be supplied in dupli- 
cate at a nominal fee. Information required for ordering includes correct 
author, title, place of publication, date and L, G, number assigned to the 
particular volume . This number customarily appears on the title page verso. 
Catalog cards are also supplied variously by commercial firms such as H. W. 
Wilson Co., and Alanar. Co. If it is more practical to print your own catalog 
cards, you vrilD need a copy of ''Anglo— American Cataloging Rules" published by 
the American Library Association and possibly, for subject headings informa- 
tion, "Sears List of Subject Readings" published by H. W. Wilson Co* 



Sample catalog card; (symbol U indicates one space ) 



ji 

ft 



//Call?-// Author ' s surname, forename or names 
Ko* Title , //^Statement of edition. ifniHf P 1 a c e of 

"publication, name of publisher, date* 
number of pages. ^illustrations* 



SUBJECTS (as required) | 

List subject of the monograph as well as additional subjects likely to be re- 
quested by library users. For each subject word used, make an * authority * note 
or card for the exact form and spelling chosen. It is important, for accurate 

t 

and complete retrieval, to select the most current and professionally preferred 

j * 

term in each instance. For example, you may use "cancer", "oncology' or neo- 
plasms" but whichever is used that terra should be recorded, and a note made 
from the other terms not used* If the preferred is "cancer", an additional 
card under "neoplasms" and one under the third term "oncology" 
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would say SEE term not used. In some fields ^ standard terms have been compiled 
in the form of a special subject thesaurus* If available these will provide 
the most relevant subject words* If you are not familiar with all aspects of 
the topics included in the collection^ do not hesitate to ask the help of 
other staff members in your organisation. You will enlist their cooperation 
by asking their advice 5 and after all^ it is they who will be using the 
catalog and depending on whether they refer to u cancer ,f l 'neoplasms 11 or 
11 oncology" they need to know what terra is being used to effectively re- 
trieve information they are seeking* 

To file cards into the catalog* a subject heading is added to duplicate 
copies of the author card* and thus all information on one topic will 
appear together in the catalog* For consistent filing^ a manual -ifould be 
helpful: "ALA Rules for Filing Catalog Cards" 2d abridged ed. published 
by the American Library Association is one of many that are available. 

In addition to manual typing of catalog cards * there are several processes 
of duplication available* ^hese are useful in that they eliminate the 
necessity of typing more than one copy of each card (except for additional 
subject heading words) and save time and effort of proofreading several 
cards for each item* There is an attachment available for a standard 
Xerox machine and also a method of duplication by using the KT/ST 
selectric typewriter. The latter is an extremely efficient* rapid and 

t 

economic al method and Is employed by many special libraries at this time. 

To recapitulate, .vafiei’:- establishing the goals Tor the library by personal 
interviews and consultation with management, you have planned the physical 
arrangement, initiated the inventory or existing materials and facilities, 
while placing orders for special furniture and possible office supplies. 
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You are considering the tyro of classification scheme most suitable for your 
own needs and are establishing for use with the' collection a system already 
published or one of your own. When the book inventory is completed, an 
accurate accounting of reference type books presently available for use in 
the library will have been compiled* Now, additional basic reference sources 
could be ordered to fill in or add to the existing collection. 



Basic Eeferenc e Collection 

General areas for basic, materials might include: general reference works in 
book form, government publications, periodical titles, newspaper titles, 

I 

technical and internal reports, specifications and standards, Requirements 
vary in each situation, but the list below may serve as a guide to some 



specific reference materials basic to an information facility: 

Unabridged dictionary Geographical dictionary 

Encyclopedia ( one volume or multi-volume) ■ Atlas or gazeteer 
Secretarial handbook Telephone directories 

Who's Who Local maps 

U.S. Government style manual Bartlett's quotations 

Kotel/Motei Redbook Roberts' rules of order 

Zip code directory Trade literature - catalogs 

Library Science books for cataloging, subject headings, filing 

i 

Local newspaper 

Periodicals as indicated in subject area 
Wencral news periodical weekly 
Financial paper, if warranted 

Later purchases will, of course, be made on the basis of needs. Initially, 
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the above list should' serve as the most preliminary guide to basic reference 

I 

tools other than specialized dictionaries, handbooks, statistical compila- 
tions, and directories in your special subject area* 

Ordering Procedures 

Books nay be ordered, using already established organization procedures for 
purchases. They may be obtained from individual publishers or through a 
local book dealer. Names of the latter will be found in a phone directory, 
but it might be preferable to ask for recommendations from other librarians 
in the area as service varies greatly in quality. A simple method for re- 
cording orders is to keep a looscleaf notebook with a page for each month*. 
Record date of order, author name, title, edition wanted, publisher end place 
of publication, date, price (if available) and name of requestor. When the 
book is received, in the left hand margin record date of receipt and pencil 
line through ordering information. In this manner, a quick glance will re- 
veal which items are still outstanding at the end of each month. Correspond- 
ence concerning delinquent orders or special requests could also be kept 
conviently on file, by date, in the same binder. When order is received, 

* it naist be checked before being processed to insure that it is the correct 
edition ordered and that all the pages are complete. 

In a limited report, it is not possible to cover all areas concerned with 
building a particular collection. However, you might consider some of the ' . 
following points i suggestions -•for purchases should be encouraged from users 
but. carefully screened to make sure information is not already available 
in the collection. Also, in many instances, a book may be borrowed locallyj 
particularly if it is for ons-tine use. Other sources of information for 
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new. books as 



they appear are professional publishing journals such as 
Publishers ’vookl y, reviews in technical and professional journals , 
publishers brochures and catalogs, end newspaper reviews such bs that 
appearing in the Sunday issue of the b c w Y o r k r r j r,e s * The general feeling 
is that "gifts” are not desirable unless in unusual circuinstcuicss, and then 
only on a no-strings attached arrangement for their disposition. If your 



so ace is limited ^ it might be helpful to set a cutoff date for discarding 
purposes, five years back is an acceptable time in order to keep your 
collection current* Books,, older than five years, should be kept however. 



if they i?re classics in a specialty, written by an established authority 
or innovator, or are unique for the type of information and form in which 
it is presented# Of course, basic reference books are retained until a new 
edition is published# 

Ordering, record keeping and routing of periodicals is an important part of 

library operations . in a special library# Immediacy of its material, is one 
# . 

of Ihe major characteristics of special library service. And book material,, 
especially ill a rapidly advancing; and constantly changing scientific or 
technical field is sometimes outdated by the time it is published. Periodicals 
are usually a much faster instrument for transmitting information (although 
not always)* One method for convenient manual control and record keeping for 
periodicals in the use of VISIrecord cards. These are 8"x8” color coded cards 
that have space for title,' publisher, and columns to record receipt and 
routing disposition. The color might be used to denote various frequencies j 
subscription addresses and information could be recorded directly onto the 
cardj routing lists also noted on the ssme card, and they are easily filed by 
title. Few titles could be recorded into s notebook, several hundred could 
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be "accomodated in a pamphlet file box, but a greater number could be easily 

* 

filed into a bin arrange nent supplied by the VISIrecord Co. (Address listed, 

at end of report with suppliers )« After the periodical is received and recorded 

it is stepped with the library sharp and date# Various methods may then be used 

to route the magazine (or special report). One method, is to attach to each issue 

a slip with the names -of those requesting to see the title# Karnes are listed in 

numbered order with Library at the end. Another way is to send the periodical 
* <1 

to each reader individually on a two day limit. In this manner, a clip could 
be attached to the cover calling attention to the article of special interest. 
Still another alternative, route a xeroxed copy of the table -of -contents to 
each user involved. When the routed copy is returned, this is displayed on 
slanted sheves provided for the purpose, and back issues are filed alphabetically 
by title on the shelves. As is the case with books, periodicals may be ordered 
directly from the publisher or through a dealer. When ordering titles on a sub- 
scription basis, consider that there may be professionals iij your organization 
who receive some publications by virtue of the fact that they are members of 
the scientific or professional society involved. They may be willing to donate 
their personal copies for library use. Constant communication between librarian 
and personnel is the only way to insure that the most useful information is 
routed to each individual J. A current awareness service is efficient only when 
the librarian knows what projects and plans each group or individual is pursuing. 



Circulation 

For ease of circulation, it is advisable to place a reader card in each book, and 

2i. 
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'a date due slip, 'these should be adhered to the back or from of the book cover, 
■t're-giu.'ir.ed items are available from the library supply catalogs. It would be 
helpful to have reader registration cards to record the employee * s home address 
and have a record of his signature. Have tie borrower sign the reader card 
himself, leaving space for the date due. if it is necessary to contact a 
reader concerning a borrowed book or periodical, you will have his signature 
to identify the loan, and his address to contact hire if he has left the 
organization. Loan time will very with needs, but in a small library a month 
should be adequate. At the end of each monb, books that have not Veen returned 
would be recalled with an ’’overdue notice” card. Borrower cards are filed 
alphabetically by author and in the case of a borrower who keeps the volume 
permanently at his desk, the date might be stamped in. red rather than black 
so that overdue notices will not be sent. Unless material is circulated 
to outsiders, fines are more trouble than they are worth. With circulation 
procedures, it is best to eliminate as many bookkeeping practices as possible. 
This allows more time for better and more information service l J.i, in addition 
to routing policies, periodicals will clrexilate, the name of the borrower, 
journal title and date could be recorded on a 3 x 5 slip of paper and filed 
with regular reader cards. A few days should be ample for this type of 
circulation. There are of course, mechanical circulation methods in operation, 
but these are hardly economical for a smell plan, 

% 

Budget ... , 

The beginning operating expense for setting up the library will be determin- 
ed by the size of the projected operation as well as the amount of equipment 
and supplies already available and oh -hand. The initial budget will require 
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a considerably larger percentage of the whole for basic equipment and office 
and library supplies* Generally, we are considering two main classes of 
costs: starting-up costs and maintenance charges (including possible 
expansion and redesigning)* Starting -up costs vary so greatly that they 
will be determined as the needs and goals are defined in each specific 
situation. After basic installation is complete and initial supplies pur- 
chased, budgetary recommendations should then be supplied by the librarian 
or information service administrator. Requests for the budget will be based 
upon the scope end extent of information services to be provided and in- 

i 

eludes costs of staff salary, book and periodical acquisitions, equipment 
arid library supplies, operating expenses and professional association ex- 
penses, Generally, the portion of the library budget assigned to salaries 
falls within the range. The remaining budget ratio is divided 

depending also upon what percentage of supplies and equipment are sent to 
the department without cost, and also provided that the overhead is not part 
of the library budget charge. It is well to keep in mind that the introduc- 
tion of new fields of endeavor for expansion or diversification within the 
organization might require increased expenditures for salaries as well as 
periodicals and reference books, 

■n , r» . - . 5 *’ \.j 

Sample budget ratio: 



Salaries (professional end clerical) < 



Books, periodical subscript! ms, documents 




Operating expenses 



Binding, mending, photocopy expenses 



2 % 



Professional 



ssociation & travel 



1 % 



100 $ 
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In determJning the budget^ it is important to note that the library that is not 

* 

at least basically equipped with information tools will not be efficients A 
lesser amount spent may well be not spent at all. The information services 
supplied to the parent firm is only as efficient as the sxipport given to the 
library operation by the administrative staff as well as by budget supports 
It must be kept in mind, that the outlay of funds for initiating and operating 
a library service is not an accurate measure of its monetary value to the 
organization. Unfortunately, the library’s usefulness within the company 
cannot always be measured in dollars and cents. Good library service provides 
needed information and materials rapidlyj whereas without this service, high 
salaried technical personnel, editors and executives can waste much time trying 
to locate . information they need - time which could be applied directly to in- 
creased output in the activities which are more proper to them. There is also 
the value to the organization of being made aware routinely of news and infor- 
mation they ought to have. This type of information can effect the installation 
of time and money-saving improvements in procedures and can contribute to 
informed business - 1 decisions for profit making advances® 

Services to Users 

Services to users in special libraries differ as much in detail as the organ- 
izations they serve. Some service functions are basic requirements for all 
libraries, but special libraries differ in that readers expect immediate.. ' 
material on demand and serviod'is highly personalia ed • Other specialized 
functions include translations services, literature searches (current as well 
as retroactive), and the provision of some form of current aw or cress infor- 
mation for individual personnel requirements. As seen by the user, some of 
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'c-he library functions may be: providing documents - any type or form of re- 

* 

* 

corded information j providing answers - special information to answer a 
particular question; providing instrcutions - advising or teaching information 
retrieval methods or the use of special tools; providing citations - 
correct bibliographic information for specific titles or documents; providing 
facilities - work areas, microreaders and equipment for photocopying,, 

As' seen by the library, some of its functions may be: selecting and acquiring 

publications - by perusing bibliographical sources, catalogs, professional 
library periodicals, and consulting readers; analyzing material to provide 
for convenient physical arrangement, content or subject indexing - to make 
information contained in these items readily accessible; providing materials 
in response to and in anticipation of requests; assuming responsibility for 
orienting new employees to the library resources and services and keeping 
readers informed on the contents end scope of the collection - issuing periodical 
lists of new acquisitions or providing an abbreviated manual listing library 
services. Other, less ^ tangible services furnished by an efficient information 
facility include reducing duplication of effort," enhancement of interagency 
cor munication and stimulation of creative ideas by discrete presentation of 
selected information," 



Conclusion t 

Planning, organizing and operating a special library is most efficiently 
managed by a professional librarian. However, this report is directed also? to 
those individuals, lacking formal training, who may be faced with the task of 
setting up a small special information center within an oK&j-hization or 
institution, the suggestions offered are intended to serve only as guides to 
some of the basic functions of library administration. Preplanning techniques 
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Include analyzing needs and determining ' the anticipatcd^er vices and objectives’ 
for the new system. Current methods of operation and how information require- 
ments are presently being met are defined. Then, consideration is given to 
making informed decisions on what action to take in order to achieve the desired 
goals. After requirements have been specified and the inventory is completed, 
those materials and modes of operation that can be continued will be retained 
as -is. Present practices that are adaptable to the new scheme can be modified 
accordingly, ’'/here no previous models exist, new procedures contrived and 
new materials purchased* The report deals briefly also with interior design, 
delection of basic and special equipment, budget considerations, profession^, 
attitudes a. d some of the difficulties that may be encountered in the planning 
of any new system within an existing organization. 

The 'success of the library plan can only be truly measured by the quality of its 
information service to readers. Whether operations are carried out by people, 
machines, or .a combination of both, the effectiveness of the library function is 
assessed by how well its user needs are served, not by its mode of operation! 

An accurate evaluation” of the proficiency of any special library facility 
cennot be made without also measuring the degree to which the objectives of 
the parent organization have been advanced,, 

Output-Serices -to -Users is the key to planning, organizi*^, and operating an 

✓ 

efficient special library! ' ! , 
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Appendix I 



Library Supply Firms: 



Bro-Dart Inc, 

P.6. Box 3.120 
Kewark, N*J. 07101 



VISI -Record Card System 
816 Glenbrook Ave . 

Bryn I-iawr, Pa* 19010 



P.0. Box 92337 

World Way Postal Center 

Los Angeles, Ga* 9000.9 

Deirico Educational Corn. 
Library Supply Division 
P.0. Box 1x231 
Hamden, Conn* 0601b 

P.0. Box ll|88 
Madison, Wis, 53701 

P.O.Box 7767 
Fresno, Ca. 93727 

Gaylord Bros. Inc, 

P.0, Box 61 
Syracuse, W.Y. 13201 



Appendix II* 



Library Furniture Firms : 

Bro-Dsrt Library Furniture Remington Rand Office Systems 

56 Earl Street Library Bureau 

Newark, N.*J. 0711b 801 Park Avenue 



Brantford, Ontario 




New York, N.Y* 13350 

ibb N. Robertson Blvd. 
Los Angeles, Ca. 900b8 



He man Miller , Inc . 
Library Group 
600 Madison Ave. 

Mew *ork, K.Y. 10022 



Southern Desk Co. 

Prestige Library Furniture 
Hickory, ii. C. 28601 



622 Merchandise Mart 



Standard Wood Products Corp . 
Donnell Line Library Furniture 



Hicks villa, L. Y, 11002 




8606 Beverly Blv ; . 

Los Angeles, Ca, 900h8 



Appendix III 



B~" liograpby for F u rther Information 

AMERICAN LIBRARY ASSOCIATION, Anglo-American cataloging rules, Chicago, 
111,, 1970, 

! -» - ^ ‘ ' ? 

BOOKS IN PRINT 1971, New York, R, R, Bowlcer Co, 1971, (2 vols) 

HUTSON, K, V, Needed :Data-Prime Source : Company Library, Adminstrative 
Management Society Report, 53-55 (Feb 1971) 

LEHNUS, D. J, A Manual of Form and Procedure for Typewritten Catalog 

Cards - and Anglo-American Descriptive Cataloging | A Compilation of 
200 Exemplary Cards, Kalamazoo, Kich,, 19o9* 

LEONARD, R* S, Profiles of Special Libraries . New York, Special Libraries 
Association, 1966, 

LEWIS, C, K» Special Libraries -How To Equip Them. New. York, Special 
Association, 1963, (SLA Monograph no, 2) 

SPECIAL LIBRARIES ASSOCIATION • Objectives and Standards for Special LIbrarie 
'New York, 1961;, (Reprint) 

STRIEBY, I, M« Organizational Relations of Special Librarians, Library 
Trends I (no.2): 173s 188 (0. c 1952) 

# 

WALDRON, H, J, The Business of Running A Soeclal Library, Special Libraries 
62 (no.?) : 63-70 (neb 1971) 

V/ASSERKAN, P, and DANIEL, E, Library and Information Center Management, Ini 
Annual Review of Information Science and Technology, vol. i+, ed. by 
C, A, Cuadra. Chicago, Encyclopaedia Britannic a, 1969., 

WESTBY, B, M, , ed. Sears List of Subject Pleadings, 9th ed, Yew York, H, 

W. Wilson, 1965, 

WINCHELL, C, K, Guide to Reference Books,. 8th ed, Chicago, 111,, American 
Library Associftion, 1967* > 

ZISYIND, s. Reference Readineos; A Manual lor Librarians and Students, 
Hamden, Conn,, Shoe String Press, 1971, 
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Appendix IVb 






LIBRARY SYSTEM RIFE IEEKLN TS 



PHYSICAL FACILITIES 

Library quarters <&• 
Equipment 



' IflTERIOR 


1 


fsiACK AREA 




SHELVING & 


DESIGN 


3 


| READING AREA 
WORK AREA 




FURNITURE 



INFORMATION 

FACILTIES 






ACQUISTION SYSTEM 




REFERENCE SYSTEM 




CIRCULATION SYSTEM 


Orders L • 


- 


Organization 5; 






record kec n in^ 




scope of collection 
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